Approved For Release 2003/08/05 : CIA-RDP78-04718A000800290075-2

SR

s Trformation

Seetion IV
Explanstory Statement

:
:

{
4
3
%
:
{
:

NE

L A< vy

A7

i
aka E

~“ triormation

Approved For Release 2003/08/05 : CIA-RDP78-04718A000800290075-2



Approved For Release 2003/08/05 : CIA-RDP78-04718A000800290075-2

b,

B,

c.

.

mgtmtegx Stat ement

SPECIAL FACTORS

The highly claseified nature of the writtenm and graphic
material produced in this Agency makes it essentiezl to reproduce,
duplicate and print a large volume of this meterial within the
Agency. The tulk of this work ie performed by and the majority
of the reproduction equipment is locsted in a central reproduction
and printing faclility.

MARAG EMERT TONTROLS

It is the established policy of this Agency to perform 211
operstions requiring the use of electricz) business machines
and slecirical typewriters in machine pools. The use of elecirical
business mechines and typewriters outside of a2 pool mst be Justi-
fied in writing and approved by the head of the O0ffice in which
they are to be installed.

Maghine utiliseation figuree zre maintained in the machine
pools and the utilization figures and procedures zre revused vy
the Organisation and Methods Service.

AGERCY EVALUATION

The use of elegtrics] typewriters and other electrical business
wachines in this fgency is eneouraged wherever it can be proven that
the use of such equipment will reduce cleriecel ecosts, incresse ef=
ficiency and expedite desired resultis.

Contimuous study of new machines and maéhine methods is conducted
to determine if there are better snd more efficlent means of perform-
ing the operations of the Agency.

fﬁi "3? POSSIBITITIES FOR ECONOMY THROUGH CONMSULIDATION OF

Quelified personnel are assigned to the contimeing study toward
effecting the consolidation of electrical business machine installa~
tions to obtain meximum economy and effieiency including utilization
of personnel.
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